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interview process; (3) appropriately adjust-
ing or modifying employment-related exami-
nations, e.g., extending regular time dead-
lines, allowing a blind person or one with a
learning disorder such as dyslexia to provide
oral answers for a written test, and permit-
ting an applicant, regardless of the nature of
his or her disability, to demonstrate skills
through alternative techniques and utiliza-
tion of adapted tools, aids and devices; and
(4) ensuring an applicant with a mobility im-
pairment full access to testing locations
such that the applicant’s test scores accu-
rately reflect the applicant’s skills or apti-
tude rather than the applicant’s mobility
impairment.

APPENDIX B TO PART 60-741—SAMPLE
INVITATION TO SELF-IDENTIFY

NOTE: When the invitation to self-identify
is being extended prior to an offer of employ-
ment, as is permitted in limited -cir-
cumstances under §60-741.42(a), paragraph
2(ii) of this appendix, relating to identifica-
tion of reasonable accommodations, should
be omitted. This will avoid a conflict with
the EEOC’s ADA Guidance, which in most
cases precludes asking a job applicant (prior
to a job offer being made) about potential
reasonable accommodations.

[Sample Invitation to Self-Identify]

1. This employer is a Government con-
tractor subject to section 503 of the Rehabili-
tation Act of 1973, as amended, which re-
quires Government contractors to take af-
firmative action to employ and advance in
employment qualified individuals with dis-
abilities. If you have a disability and would
like to be considered under the affirmative
action program, please tell us. You may in-
form us of your desire to benefit under the
program at this time and/or at any time in
the future. This information will assist us in
placing you in an appropriate position and in
making accommodations for your disability.
[The contractor should here insert a brief
provision summarizing the relevant portion
of its affirmative action program.] Submis-
sion of this information is voluntary and re-
fusal to provide it will not subject you to
any adverse treatment. Information you sub-
mit about your disability will be kept con-
fidential, except that (i) supervisors and
managers may be informed regarding restric-
tions on the work or duties of individuals
with disabilities, and regarding necessary ac-
commodations; (ii) first aid and safety per-
sonnel may be informed, when and to the ex-
tent appropriate, if the condition might re-
quire emergency treatment; and (iii) Govern-
ment officials engaged in enforcing laws ad-
ministered by OFCCP or the Americans with
Disabilities Act, may be informed. The infor-
mation provided will be used only in ways
that are not inconsistent with section 503 of
the Rehabilitation Act.
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2. If you are an individual with a dis-
ability, we would like to include you under
the affirmative action program. It would as-
sist us if you tell us about (i) any special
methods, skills, and procedures which qual-
ify you for positions that you might not oth-
erwise be able to do because of your dis-
ability so that you will be considered for any
positions of that kind, and (ii) the accom-
modations which we could make which
would enable you to perform the job properly
and safely, including special equipment,
changes in the physical layout of the job,
elimination of certain duties relating to the
job, provision of personal assistance services
or other accommodations.

APPENDIX C TO PART 60-741—REVIEW OF
PERSONNEL PROCESSES

The following is a set of procedures which
contractors may use to meet the require-
ments of §60-741.44(b):

1. The application or personnel form of
each known applicant with a disability
should be annotated to identify each vacancy
for which the applicant was considered, and
the form should be quickly retrievable for
review by the Department of Labor and the
contractor’s personnel officials for use in in-
vestigations and internal compliance activi-
ties.

2. The personnel or application records of
each known individual with a disability
should include (i) the identification of each
promotion for which the employee with a
disability was considered, and (ii) the identi-
fication of each training program for which
the individual with a disability was consid-
ered.

3. In each case where an employee or appli-
cant who is an individual with a disability is
rejected for employment, promotion, or
training, the contractor should prepare a
statement of the reason as well as a descrip-
tion of the accommodations considered. The
statement of the reason for rejection (if the
reason is medically related), and the descrip-
tion of the accommodations considered,
should be treated as confidential medical
records in accordance with §60-741.23(d).
These materials should be available to the
applicant or employee concerned upon re-
quest.

4. Where applicants or employees are se-
lected for hire, promotion, or training and
the contractor undertakes any accommoda-
tion which makes it possible for him or her
to place an individual with a disability on
the job, the contractor should make a record
containing a description of the accommoda-
tion. The record should be treated as a con-
fidential medical record in accordance with
§60-741.23(d).

[61 FR 19350, May 1, 1996, as amended at 63
FR 59659, Nov. 4, 1998]
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